
student action Guide

name ___________________ grade ___ class _______________ period ___

a Tool for m
anaging your parT of The proJecT



Who We areWho We are

generaTion earTh was created by the Los 
Angeles County Department of Public Works by TreePeople to take advantage 
of two compelling concepts. First, that youth are powerful agents of change in 
their families and among their friends, and second, that routine choices made by 
individuals on a daily basis have a collective environmental impact.

The Department of Public Works believes that the rewarding experience of taking 
action and making a positive change will inspire youth to take responsibility for 
their lives and, in turn, their communities.

Taking part in an environmental service project to benefi t you and your 
community is a positive way to make a difference. The Student Action Guide is 
provided as a tool to help you manage your assigned tasks and keep track of 
your progress, budget and contacts. 
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whaT i hope we achieVe 
as a resulT of This proJecT
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campus or communiTy need:

proJecT name:

describe The proJecT and how iT will

serVe The communiTy:
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What are the 
main tasks you 
have to complete?

What are the 
main tasks you 
have to complete?

prioriTiZe your main Tasks. 
On your list, place the tasks in order of importance. 
Make sure the tasks can be completed in a timely manner.

lisT The sub Tasks needed To compleTe The main Task.
For example, if you are in charge of creating posters as a main task, 
the sub-tasks to complete it would include: 

1)  Planning what you want to say 
2)  Running your ideas by fellow students 
3)  Getting materials
4)  Making them 

plan whaT needs 
To be finished and when. 
Individually or as a group, set deadlines so you don’t get stuck on 
a particular task. Write in a date 
when each main task and subtask 
should be completed.
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sub Task 1
DUE DATE            DESCRIBE TASK

sub Task 3
DUE DATE            DESCRIBE TASK

sub Task 2
DUE DATE            DESCRIBE TASK

sub Task 4
DUE DATE            DESCRIBE TASK

whaT i am responsible for 
making happen as parT of The proJecT
m
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main Task 1 DUE DATE

sub Task 1
DUE DATE            DESCRIBE TASK

sub Task 3
DUE DATE            DESCRIBE TASK

sub Task 2
DUE DATE            DESCRIBE TASK

sub Task 4
DUE DATE            DESCRIBE TASK

DESCRIBE TASK

main Task 2 DUE DATE
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The TalenTs i bring 
To These Tasks
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sub Task 1
DUE DATE            DESCRIBE TASK

sub Task 3
DUE DATE            DESCRIBE TASK

sub Task 2
DUE DATE            DESCRIBE TASK

sub Task 4
DUE DATE            DESCRIBE TASK

whaT i am responsible for 
making happen as parT of The proJecT

DESCRIBE TASK

main Task 3 DUE DATE

sub Task 1
DUE DATE            DESCRIBE TASK

sub Task 3
DUE DATE            DESCRIBE TASK

sub Task 2
DUE DATE            DESCRIBE TASK

sub Task 4
DUE DATE            DESCRIBE TASK

DESCRIBE TASK

main Task 4 DUE DATE
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What are the 
main tasks you 
have to complete?

keep track oF 
your proGress as you 
Work throuGh your tasks. 

use This log To 
record your noTes.
This informaTion could include:

daTe 

whaT was worked on

who you Talked To

whaT you found ouT

indicaTions of progress

anyThing else?
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whaT i did To accomplish my Tasks

WHAT I DID/WHO I TALKED TO:                  RESULT:

due daTe

WHAT I DID/WHO I TALKED TO:                  RESULT:

due daTe

WHAT I DID/WHO I TALKED TO:                  RESULT:

due daTe

WHAT I DID/WHO I TALKED TO:                  RESULT:

due daTe
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avoid 
procrastination procrastination 
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sTarT working and JusT 
geT The Task done. 

compleTe your Task and moVe on. 
You don’t have to be a perfectionist. Go back to it if you have time later.

eVen if iT is noT The mosT 
eXciTing Task, don’T geT disTracTed. 
It’s just another reason to get it done!

Putting off a sub task until the last minute can result in the main task 
being incomplete and causing the project to get off the main timeline. 
In the end, this may affect the entire project.
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whaT i did To accomplish my Tasks

WHAT I DID/WHO I TALKED TO:                  RESULT:

due daTe

WHAT I DID/WHO I TALKED TO:                  RESULT:

due daTe

WHAT I DID/WHO I TALKED TO:                  RESULT:

due daTe

WHAT I DID/WHO I TALKED TO:                  RESULT:

due daTe



What are the  
main tasks you  
have to complete?

are there any 
expenses associated 
with your tasks?

Tips  for asking for donations or contributions:
Write a letter – Explain details about your project, why it is important and  
what you are requesting. It is always better to deliver the letter in person. 

Be prepared – When you meet with individuals or groups to tell them about your project, have  
all your facts straight. Be specific with what you are asking for. 

Follow up – People get busy and may not remember to get in touch with you.  
Be sure to call or drop by and remind them of what you are asking.

These could include:

If so, what are ways to get donations or raise money?

List your ideas for donations, fundraising, or other income:

Materials
Transportation
Office supplies

Telephone
Photocopying
Mailings
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DUE DATE

maTerials
TransporTaTion
office supplies

Telephone
phoTocopying
mailings

whaT i need To 
accomplish my Tasks ThaT cosT money
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DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

   TOTAL: ________

eXpenses

income

ITEM OR MONEY AMOUNT:      o DONATION     o FUNDRAISING

WHO FROM:

ITEM OR MONEY AMOUNT:      o DONATION     o FUNDRAISING

WHO FROM:

ITEM OR MONEY AMOUNT:      o DONATION     o FUNDRAISING

WHO FROM:

ITEM OR MONEY AMOUNT:      o DONATION     o FUNDRAISING

WHO FROM:

ITEM OR MONEY AMOUNT:      o DONATION     o FUNDRAISING

WHO FROM:

ITEM OR MONEY AMOUNT:      o DONATION     o FUNDRAISING

WHO FROM:



use your resources wisely. 
Have you tapped all of your resources? Some of your best 
resources can be found at home or in the community. 

Other teachers may be a terrifi c resource for what you 
need. How about family members or local businesses?  
You might be surprised who may want to help. All you 
need to do is ask.

Who miGht Be 
interested in helpinG 
you With your tasks?
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some ideas are family, friends, school sTaff 
and communiTy members.
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who do i know ThaT can 
help wiTh my Tasks?

name how To conTacT Them

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________



whaT i learned 
from my eXperience
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whaT were The mosT successful parTs of The proJecT?

whaT was The leasT successful?

whaT would you do differenTly neXT Time?
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Thank you for Taking personal responsibiliTy for 

improVing The QualiTy of your own life, and The liVes of Those around 

you. eVery posiTiVe sTep you Take makes a difference!

eValuaTe your proJecT
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for more informaTion or To regisTer for upcoming workshops, conTacT generaTion earTh aT: 

generationearth@treepeople.org         818.623.4857         FAX 818.753.4645

an enVironmenTal 
educaTion program 

of The counTy of los angeles, 
deparTmenT of public works

presented by Treepeople

www.generaTionearTh.com            www.888cleanla.com


